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Chapter 6 Reconcile Transactions

This procedure describes how to reconcile purchase card transactions. Reconciling involves
making sure that each individual transaction on the cardholder’s bankcard statement is correct
and accounted for properly. Statements must be reconciled and transactions approved by the
approving official on a monthly basis.

Towards the end of each month, the system sweeps all unreconciled transactions. A notice is
sent to CPCS users identifying the sweep date for that particular month. Swept transactions will
be charged to the default ACCS specified for the cardholder. During the sweep process, the
system also sweeps transactions that were reconciled by the cardholder which were not approved
by the cardholder’s approving official. For those transactions, the ACCS specified by the
cardholder/group administrator during the reconciliation process will be charged. After the
sweep process, cardholders are still responsible for reconciling any swept transactions to
ensure that the costs are correct and the applicable ACCS is charged.

6.1 Reconcile a Transaction Process

Upon receipt of transactions from the Bankcard Center, the Purchase Card System Administrator
loads the data. Transactions are then available in CPCS through the Reconcile Transactions
(BC-605) window. All transactions must be reconciled by the cardholder or group administrator.
If a third party receives an order charged to the cardholder’s account, the cardholder is still
responsible for ensuring the receipt of goods and reconciling the transaction(s). After a
transaction is reconciled, it is electronically forwarded to the cardholder’s approving official for
approval. Following the reconciliation and approval of a transaction within CPCS, the obligation
is recorded in the Core Financial System -- usually within 24 hours.

The following is an example of the Reconcile Transactions (BC-605) screen:

’%_EI Reconcile Transactions (BCEDA VER-2.5.0.0)
Reconcile Transactions
Card: ™2 1 of 1 card  Type: [PURCHASECARD Mame: [oS HOTCARDY
Trans  Purchase sIC Date Matched
Mote  No. Date “endor Amaount Code PP Raceived  Ok? Dispute Mo,
T D D D =
ol ] | I e | r
= r
= r Bl
r r [ |
= r B
I~ r .
r r [ | 5
Reference Mo |
Grderliog | liote Unrmzteh Dispute | View Dismte | accs Broperty
By reconciling any purchase | am verifying that the purchasze price was, to the best of my knowledge, fair and reazonsble.
Furthermare, | have received the proper priot approval for this purchase.
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Users perform the following steps to reconcile transactions:

Step Action

1 Select the BC605 — Reconcile Transactions menu option.

2 Click on the button to acknowledge the warning message

WARNING WARNING WARNING WARNING WATINING

| CERTIFY THAT | HAVE PURCHASED THE SUPPLIES 08 SERVICES IN ACCORDANCE

WITH THE DOC PURCHASE CARD PROCEDURES. FOR OFFICIAL GOVERNMENT BUSINESS
ONRLY, | CERTIFY THAT, TO THE BEST OF MY KROWLLDGE AND DELIEF, ALL OF MY
STATEWENTS ARE TRUE, CORRECT, COMPLETE, AND MALE IN GOOD FAITH, AND SUBJECT
TOTIILE 18 LS. CODE, SECTION 1001, FOR GROUP ADMIISTRATORS THEY ARE CERTIFYING
THAT THEY HAVE RECEN 0OCL THE CARDHOLOER
THAT THE PURCHASES N'ElE IN THE BEST INTEREST OF THE GOVERMMENT.

3 Click on the transaction to be reconciled.

0}
Reconcile Transactions
Card: 40515 1 of 1 card TypE' IPURCHASECARD Name.INWSHQTCAR15

Trans  Purchase sIc Date Matchad
lote Mo Date endor Amount  Code Pr9p. Received  Ok? Dispute Mo
I” [153438-1 [o3-0CT-2004  [STAPLES | $41.91 [5aa | s |[o-0 +
B 55500 5[os ocroms_Jovrcompcon | ssaman[rane | n
I” [153468°6 [01-0CT-2004 [AAROHS OFFICE PRODUCTS | $238.00 5310 | | H (oo
I™ [153468.7 [01-0CT-2004  [AAROHS OFFICE PRODUCTS §50.75 [ag14 [ H |[o-0
I™ [153468-8 Jo1-ocT-2004  [OFFICE DEPOT $503.74 [s251 [ H |(jo-o
I™ [153468-1: [v-0cT 2004 [STAPLES #1600 [a3s [ H ([
™ [153468-1: 0-0€T-2004  [A-1 cABLES - COHHECTICUT $1,495.00 [5999 [ H |([o-0
I [i53s681:p1-0CT-2004  [A1 cABLES - MARYLAHD $2,390.00 [se98 [ H (oo -
Reference Mo: lm

Qrder Log | MMote | Wnrmatct Mispute | iy Disalte | ACCS I Propert

By reconciling any purchase | am verifying that the purchase price was, ta the best of my knowledge, Tair and ressonable
Furthermore, | hava received the proper prior approval for this purchase

4 Click on the button on the lower left portion of the screen.

5 Select the order log entry to match to the transaction. Query functionality may be used to
locate the applicable log entry; please refer to Section 3.3.1 for additional information
pertaining to the query process.

Purchase Card Order Log

Card: |90513 1 of 1 cards Type: IFURCHASECARD Mame: IMWSHQTCAR14

Trans L Date
o OrderDate  Amount Item Description Wendor Received

[o5-0cT-2004 | 155.00 [IGITAL CAMERA SUPPLIES [Buvcomp.com

m os.ocr2004|  sowesefmcimaicamers  [lsuvcome.com _

=

Trans " Unmatched
Extract Status " Matched
&AL
ACCS | Propert | Match to Transachon' Fun Report | Erey, Ifatch I

By reconciing any purchase | atn verifying that the purchase price was, to the best of my knowledge, fair and reasonable
Furthermore, | have received the proper prior spproval for this purchase.
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Step

Action

Click on the | Match to Transaction | button. During the matching process, the Order
Log will be updated with the corresponding transaction number. The default ACCS
initially used on the transaction will be replaced if a different ACCS was cited on the
Order Log entry. A check mark will also be displayed in the Note column with the Item
Description entered as the text, along with the Date Received and any applicable Property
Information.

Note: If more than one order log entry needs matching, match the first one at this time.
If a transaction will not be matched to an order log entry, a description or reason must be
entered in the Notes field in order to reconcile a transaction.

If the correct order log entry was specified, click  [&liuk
H - Are you sure you want to match this log entry to the
gn ::he brL:tton II:] response to the pop Up Q transaction being reconciled?
lalogue POX snown nere:

Click on the button to acknowledge the Note Created
fol Iowing message: 0 Log entry matched to 153468-5,0escription Note Created.

Click on the button button in response to the &
pop-up dia'ogue box shown here: ° Do you want to save the changes you have made?

Yes Ma Cancel

10

Click on the button to acknowledge the Forms
following message and return to the Reconcile Q U S S DO
Transaction (BC-605) screen: '

11

If a transaction needs to be matched to multiple order log entries, repeat the matching
process for the additional order log entries.

12

Click on the| ACCS |button from the Reconcile Transaction screen, with the selected
transaction highlighted.

’%5 Reconcile Transactions

Reconcile Transactions
Card: #0515 1 of 1 card Type. IPLIRCHASECARI] Name'INWSHQTCAR15

Trans  Purchase sl Date Matched
MNote  No Date Wendor Amount Coda Prop Received Ok? Dispute No
I [153458-1 [os.0cT-2004  [sTaPLES | $a1.91 [s9a3 || s |0 -
Bl 1504005 [os-ocT-2004_euvcompcom | saseon e (i "
I [153468-6 [01-0CT-2004 |AAROHS OFFICEPRODUCTS |  $230.00 [5310 [ u ([o0
I" [1534687 jo1-0cT-2004  [AAROHS OFFICE PRODUCTS $58.75 |14 [ H (oo
I" [153468-6 [01-0CT-2004  [OFFICE DEPOT $503.74 [sz61 [ N |[o-0
™ [i53468-1:po-ocT-2004  [sTAPLES $15.00 [os99 [ H (fo-0
I" [i53468: po-ocT-2004  [A-1 cABLES - CONRECTICUT $1,195.00 [ses8 [ H (oo
I™ [153468-1:[21-0CT-2004  [A1 cABLES - MARYLAND $2,300.00 [5999 [ H |(fo-0 =
Reference MNo: lm

Order Log | Mote | Wriratch Miepute e Dispite ACCS I Prapert

By reconciling any purchase | am veritving that the purchase price waz, to the best of my knowledae, fair and reasonable.
Furthermare, | have received the proper prior spproval for this purchase.
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Step

Action

13

The initial view of the ACCS Details shows the transaction charged to the default ACCS,
unless another ACCS was specified on the order log and matched to the transaction or
changes are entered at this point in the process. Transactions may cite more than one
ACCS.

ACCS Details card: |02??5 Type: |PURCHASE CARD  Name: |.|0AN MAIER. MCKEAN

Trans

‘endor mourt Status
0-0 02-HOV-2004  [BUYCOMP.COM | $5,000.00 IT

LI [ F Accourting Classification Code it A it Total
5000.00 5000.00

Description IDIGITAL CAMERA ACCE Total I $5000.00

Gty Recy Dallars Recy
Gty Ordered Dallars Ordered Y-T-D Y-T-D

ACCS chaoices I Property I

Record any changes to the ACCS for the transaction. Users have 2 options available for
modifying the ACCS. Please refer to Section 6.1.1.1 for additional details to utilize the
IACCS Choices | button or Section 6.1.1.2 to modify the ACCS directly from the
Accounting Classification Code field.

Note: When matching multiple log entries, the ACCS screen automatically opens due to
differences between the transaction and order log amounts. ACCS data from multiple log
entries does not carry forward to the Reconcile Transaction screen; users must specify
all applicable ACCS codes on the Reconcile Transaction screen when default
accounting does not apply. For example, several BuyComp.com orders entered as
individual Order Log entries with different ACCS data can be processed as a single
transaction on the Reconcile Transaction (BC-605) screen. After completing the matching
process, if more than one ACCS applies, cardholders/group administrators must enter
ACCS data from the Reconcile Transaction screen by clicking on the| ACCS |button.

14

Click the &l Save icon to save modified ACCS information.
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Step

Action

15

Click on the button from the Reconcile Transaction or ACCS Details screen
to enter accountable property information, if applicable. This action is only required for
transactions with a property object class (31-##). The Accountable Property Details
section is displayed below the ACCS Details:

%l Accountable Prope VER-1.168.0.20)

ACCS Details

Trans ko Reterence hMurmber Purchasze Date “endat Amount

I[I-I] I 02-HOV-2004 BUYCOMP.COM I $5,000.00

Accounting Classification Code Structure ‘ iy At Total ‘
14 BEM1JE0-PO0 27 04-01-02-000 20-06-0001-00-00-00-00 31-23-00-00 000000 u 5000.00 $5,000.00 j

—
—

oty Gty. Recy.  Dallars Recy,
Order.ed Dollars Ordered  Y-T-D Y-T-D Bl

e e camens |

Accountahle Property Details
Prop  Line Aooept. Bldy.  Room

ftem Mo Mo. Description Date  Manufacturer  Serial Mumber  BarCode  Model Mumber Coge Unit Price
I—I_I I I | I I I I

$.00

Note: Please refer to Section 6.1.2 for additional details pertaining to Accountable
Property. All transactions charged to an ACCS with an Object Class code beginning
with 31 must include Accountable Property data.

16

Click the &l Save icon to save the property data.

17

Click on the ﬂ EXIT icon to exit the ACCS Details and return to the Reconcile
Transaction screen.

Note: If users attempt to exit the screen without saving the ACCS data, a dialog box will
prompt users to save changes prior to exiting.

18

Click on the DATE RECEIVED field for the transaction and enter the date the items were
received, if the receipt date was not available from the order log entry.

Note: If a date is not entered in this field prior to changing the status to a reconciled item,
the system will generate the following message:

Received Date is invalid.

e The date received must be specified.

| o] I Use Purchase Date | Use Today

Select one of the following option in response to the message shown above:
>  Click on the button and enter the applicable receipt date

>  Click on the | Use Purchase Date | button to use the transaction purchase date

>  Click on the button to use the current date
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Step Action
19 » Click on the N in the OK? Field to open the Status Codes pop-
up' Flﬂdl%—
» Double-click on Reconciled or i;f;:i‘;;m j
Select Reconciled and click on the button.
Note: Please refer to Section 6.2.1 for details pertaining to disputing J mu
a transaction.
20 Click the &l Save icon to complete the reconciliation process. Once a transaction has

been reconciled, it is automatically forwarded to the Approving Official and does not
appear on the Reconcile Transaction screen.

Note: If an Approving Official disapproves a transaction, the status reverts to Not
Reconciled(N) and will show up on the Reconcile Transaction screen with the additional
note required by the Approving Official upon disapproval of a transaction.

21 Reconcile additional transactions or click on the H|EX1T icon to exit the Reconcile
Transaction screen and return to the menu.

6.1.1 ACCS Details

Users have the option of modifying the Accounting Classification Code Structure (ACCYS)
information applicable to a transaction. All CPCS transactions are initially charged to the
cardholder’s default ACCS. The cardholder’s default ACCS may be modified, another ACCS
can be selected from the list of ACCS choices, or costs can be split between multiple ACCS
codes.

All components of the ACCS must utilize a valid value. The system validates the ACCS entered
by cardholders to ensure that only valid values are used. CPCS provides pop-up screens which
list all valid values for a specific ACCS component to facilitate this process.

During the matching process, if a specific ACCS is included on an order log entry, the default
ACCS referenced on the transaction will be replaced based on the order log entry. However,
cardholders still have the option of changing the ACCS during the reconciliation process.

Note: There is currently an issue with how the process works if multiple

log
orders with different ACCS codes are matched to a single transaction.

The following sub-sections document the 3 options relevant to the ACCS Details screen:
¢ Using the Cardholder’s List ACCS Choices
¢ Modifying the Default ACCS
¢ Splitting Costs between Multiple ACCS Codes
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6.1.1.1 ACCS List of Choices

This sub-section documents how to utilize the cardholder’s list of ACCS choices. As detailed in
Section 4, cardholders can establish a list of ACCS codes which are used on a regular basis. In
order to use this process, cardholders must first add ACCS codes to their list. Once a list has
been established, users perform the following steps to select from their choices as part of the
reconciliation process:

Step Action

1 Click on the| ACCS |button to view ACCS details for the selected transaction.
g 1 VER-2.5.0.0) M=1 E3

ACCS Details caro: [40515 Tyee: [PURCHASE CARD  1iame; [HWS HOTCAR1S

Trans

Trans ho Feterence Mumber Order Date ‘endor mount Status
Joo | | 0s0cT 2004  [BUYCOMP.COM | $6,000.00 [0
LM | FY at ‘ At Tatal

2005 1 5000.00 5000.00
Description IDlGITJ\L CAMERA ACCS Total I $5000.00
Gty Recy Dollars Recy
oty Ordered Dollars Qrdered -T-D Y-T-D
ACCS choices I Property: |

2 Click on the |ACCS Choices | button in the lower right portion of the screen to display the
ACCS choices dialogue box:

HOICES

AC(
@ Choose from Below
) List Accs Choices | AddMadify Accs | Cancel |

Note: If the ACCS for the transaction will be used on a regular basis and is not currently
part of the cardholder’s ACCS List of Choices, use of the | Add/Modify ACCS |button
allows users to update their list with the ACCS data. Please refer to Section 4.1 for
additional details related to this process.

3 | Click on the [ List ACCS Choices | button

BC|PROJ TASK
2004 14 BELAMOY  FPBL ]

h 2004 14 BELAMII PMM 27 2 om 7 130 02 o3 2 0 0 0 % 19 0 0
v 2004 14 BELAM23 POO 272 m 12 130 02 o3 2 0 0 0 23 3 0 O
4] | |

Emdl Qancell

4 Select the applicable information by clicking on the ACCS data and clicking the
button or double-clicking on the ACCS line

5 Click the &l Save icon to save the ACCS information.

Note: If users attempt to exit the screen without saving the ACCS data, a dialog box will
prompt users to save changes prior to exiting.
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6.1.1.2 Modify ACCS Data

This sub-section documents how to modify the ACCS from the ACCS Detail screen without
utilizing the cardholder’s ACCS list. Users perform the following steps to modify the ACCS:

Step Action
1 Click on the | ACCS | button to view ACCS details for the selected transaction.
ACCS Details card: (40515 Tvpe: IPURCHASE CARD  plame: |Nws HOTCAR1S
Trans
ﬁ%ﬁm |_me ﬁ%ﬁ%ﬁ% |Buv(:or«lp.c(?;;ldur | m;:,;“nu.nuﬁl%s
LR [ FY Accourting Classification Cade Gt At TDQ
2005 4 B8M1.180-P00 27 04-01-02-000 20-06-0001-00-00-00-00 31-20-00-00 000000) 1 5000.00 5000.00 j
Description IDIGITAL CAMERA ACCE Total I $5000.00
Gty Recy Drollars Recy
Gty Crdered DCollsrs Crdered N-T-0 N -T-Dr
ACCS choices Eropetty;
2 Double click in the Accounting Classification Code information to open the Partial Account
Classification Code Structure (DBAQ093) window.
OUNT CLASSIFICATION CODE STRUCTURE (DBADS3 VER-1.1759.0.4)
PROJECT/ OBJECT USER
TASK ORGAHIZATION CLASS ']Ff::_':fn
[Bam1z0  [Poo [0 Jos Jooor  foo foo oo Joo | [31 [20 foo foo 000000
HAME INON-CAPITALIZED EQUIPMENT
HEXT | PREV | CAHCEL |
3 Enter applicable changes to the ACCS data in the PROJECT, TASK, ORGANIZATION, and
OBJECT CLASS fields. The USER-DEFINED field is populated with 6 zeros.
Note: Double-clicking on any individual ACCS component allows users to select from a list
of valid values for that specific field.
4 Click the &l Save icon to save the ACCS information.

Note: If users attempt to exit the screen without saving the ACCS data, a dialog box will
prompt users to save changes prior to exiting.

6.1.1.3 Split Costs for Multiple ACCS Codes

November 2004 6-8




CPCS

Reconcile Transactions

Users perform the following steps to split costs between multiple ACCS codes during the
reconciliation process:

Step

Action

1

Click on the | ACCS |button to view ACCS details for the selected transaction.

?5' WER-2.5.0.0)

ACCS Details card: 40515 Type: IPURCHASE CARD  Hame: |Nws HQTCAR1S
Trans

‘Endor Amourt Status
00 05-0CT-2001  [BUYCOMP.COM | 5,000.00 IT

LK [ FY Accourting Clazssification Cade Gty At Total
2005 4 BEM1.J80-P0O0 27 04-01-02-000 20-06-0001-00-00-00-00 31-20-00-00 000000| 1 5000.00 5000.00 j

Description IDIGITAL CAMERA ACCS Tatal I $5000.00

Oty Recy Dallars Recy
Gty Ordered Dallars Ordered N-T-D Y-T-D

ACCS choices I Praperty, I

If the information in the Accounting Classification Code field is one of the multiple codes to
be charged, enter the applicable amount in the Amount field.

Click the Create Record E icon or click on a blank record to add another ACCS line.

To use the cardholder’s list, click on the | ACCS Choices |and | List ACCS Choices|
buttons. Select the applicable information by double-clicking on the ACCS line or clicking
on the ACCS data and pressing the button. Please refer to Section 6.1.1.1 for
additional details pertaining to this option.

OR
To enter the ACCS directly, type in the FY which automatically opens the Partial Account
Classification Code Structure (DBAQ93) screen and enter applicable changes to the ACCS
data in the Project, Task, Organization, and Object Class fields and populate the User-
Defined field with 6 zeros. Please refer to Section 6.1.1.2 for additional details pertaining to
this option.

Enter the applicable amount in the Amount field and press the Tab or Enter key to update the
Total field.

Note: The Transaction and Total amounts must match in order to reconcile the transaction.

Click the &l Save icon to save the ACCS information.

Note: If users attempt to exit the screen without saving the ACCS data, a dialog box will
prompt users to save changes prior to exiting.
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6.1.2 Record Property Information

Users must record required property information for any transaction that includes an accountable
property object class (31-##). Recording personal property data applicable to a specific order(s)
on the Purchase Card Order Log screen is optional, but any property information from the order
log will be carried forward during the matching process. However, during the reconciliation
process, cardholders can add or modify the property data from the order log. After the
transaction is reconciled, this data cannot be updated through CPCS. Users perform the
following steps to record relevant property information:

Step Action

1 | Click on the button from the Reconcile Transaction or ACCS Details screen.
This action is only required for transactions with a property object class. The Accountable
Property Details section is displayed below the ACCS Details:

"E_E Accountable Property (BCEGS VER-1.169.0.20)
ACCS Details

Trans Mo Reference Mumber Purchasze Date Wendor Amaurt
0.0 | [12-ouL-2004  [pELL | s5750.00

Total ‘

At
$5.?5n.nn j

Accourting Classification Code Structure ‘ oty

Qty. Recy.  Daollars Recy.
Dollars Ordered  Y-T-D Y-T-0 Description

Ordered

B W [uerpcomeurr |

Accountable Property Details
Prop  Line Accept. Bldy.  Room

ttetm Mo Mo Description Date  Manufacturer  Serial Mumber  BarCode Model humber Code Unt Price
l_l_l ! I I I |

I
$.00

2 Click in the Description and Unit Price fields in the Accountable Property Details section to
record applicable data. Total Amount is system-calculated based on the unit price.

"8 Accountahle Propety VER-1.168.0.20)
ACCS Details
Trans ho Reference Mumber Purchase Date “endor Amount
oo | [02-Hov-2004  [BUYCOMP.COM | $5.000.00
| LM Year Accourting Classification Code Structure | Amt Total |
11 ] 2005 |12 Bam1.480-p00 27 04-01-02-000 20-06-0001-00-00-00-00 31-23-00-00 V0000 _ 5000.00 j
oty aty. Recy.  Dollars Recy,
¥-T-D YT-D
Ordared Dollars Ordered Description

L foemacames |

Accountable Property Details
Prop  Line Accept Bldg. Room

ftem Mo Mo, Description Date  Manufacturer  Serial Number  BarCods  Macel Number Coge Unit Price
[ 1 [oeracamma || I— -

ET

Note: Description and Unit Price are the only required fields at this time; the remaining
information in this section is optional unless required by the individual approving official .
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Step Action
3 Click the | Save icon to save the Accountable Property Details.
4 Click on the E EXIT icon return to the Reconcile Transaction screen.

Note: If users attempt to exit the screen without saving, a dialog box prompts users to save

changes prior to exiting.

6.2

There are 3 steps required for disputing a transaction. The process begins with disputing the
transaction in the CPCS application. The next step is printing the Dispute Form and the final
step is submitting the Government Cardholder Dispute Form to Citibank. Each of these steps are

Dispute Process

detailed in the following sub-sections.

6.2.1 Dispute a Transaction

Users perform the following steps to dispute a transaction:

Step Action
1 Select the transaction to be disputed on the Reconcile Transaction screen
"zg Reconcile Transactions SVER-25.0.0) [-]
Reconcile Transactions
Card [0515 1 of 1 card  TYpe [PURCHASE CARD  Name: Hws HOTCAR1S
Trans  Purchass SiC Date Matched
Note  No Date “endor Amount Code Prop Received  Ok? Dispute No
™ hs3a3s1 fus-ocT2004  [sTAPLES | $a1.91 [59a3 [ s (oo -
i [153468.5 [05.0CT-2004  [BUYCOMP.COM [ 515500 [ra02 | u o0
5l 153458-6[w-0cT-2004_| maronsorrice provucts | s2s0.00 s il T T I o0 |
" |53468-7 [m-ocT-2004  [AARONS OFFICE PRODUCTS 95975 |14 [ | u (jo-o
' [153468-8 [11-0CT-2004  [OFFICE DEPOT 3503.74 [5251 [ u (jo-0
™ [s3a68-1:[20-0cT-2004  [sTAPLES $15.00 9389 [ | u (jo-o
™ [153468-1:[20-0CT-2004  [A-1 cABLES - CONHECTICUT $1,195.00 5309 [~ u o0
I™ [153466-1:[21-0CT-2004  [A-1 cABLES - MARYLAND $2,390.00 [5999 [ H (jo-0 =
Reference ho: [4226380081325061675679
Order Log [Mote Wnrmateh Disaote iew Dispute I ACCS | Propert
By reconciing sy purchase | am verifying that the purchass price wes, to the best of my knowledg, fair and ressonabls
Furthermore, | have recsived the proper prir approval for this purchase
2 » Click on the |Note | button

» Add a brief note stating that the transaction is being disputed
» Click the &l Save icon to save the Note.

cea =R

Review All Notes

Name of Author Abbreviated MNote Origin Date:
[HaTCAR1S, HWiS . [+ FILE CABINETS, 5-DRAWER LETTER [0s-1ov-20040: -
HQTCAR1S, HWS . TRAHSACTION DISPUTED FOR IHCORRECT AMOUNT 05-HOV-2004 b:

ADD | PREVIDUS
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Step Action

3 Click on the B EXIT icon return to the Reconcile Transaction screen.

Note: If users attempt to exit the screen without saving, a dialog box prompts users to save
changes prior to exiting.

4 . . .

» Click on the N in the OK? Field to open the Status Codes pop-
up. Find| %
STATU... |DESCRIPTION
» Double-click on Dispute or N e j
Select Dispute and click on the button.
Note: Changing the Status Code to "D" automatically opens the J - 4
Cardholders Statement of Questioned Item (BC605) screen.

5 The Cardholders Statement of Questioned Item (BC605) screen is populated with the
Cardholder's Name, Card Number, Telephone Number, Purchase Date of the transaction,
Reference Number, Merchants Name, Amount of the transaction, and the Statement Date.

%8 Questioned Remns (BCE05 VER-2.5.0.0)
Cardholder Statement of Questioned ltem

| o aTcARIS, WS A asts [ 032051 124
Th;l:’;gs::‘sog B'Z;EES‘W“ i de;;;:;;riz; * MERCHAMT NAME AMOLNT STATEMENT DATE
| 01-0CT-2004 |2422838I]Ilﬂ1325l]ﬁ187587 AAROHS OFFICE PRODUCTS I $239.00 II(TCTQI]M
Please read carefully each of the following descriptions and check the one most appropriate to your particular dispute . If you hawe any question,
call 1 (B00) 7822233 or 1 (5167 523-3847. Wie will be happy to advise you in this marter.

Crestion Date Dispute Coce  Dispute Sub Code Reason “endor Contact Date Disputed Amount
| —— | | —

6 Double-click in the Dispute Code field and select
the applicable code from the list of values. 7

%Tﬁ?:ﬁ MAIL OR PHONE ORDER
Note: Descriptive text will automatically populate Hw: e
on the Cardholders Statement of Questioned Item
form based on the selected dispute codes. ;ﬂ;;‘;;*;:";;ﬁ'mm
‘I 10 F NONE OF THE AHOVE REASDNG BPFLY | LI

7 Double-click the Dispute Sub-Code field and select
the applicable code from the list of values.

Note: Some of the Dispute Sub-Codes may only have L 2
one valid value, depending upon the Dispute Code go| (o] o]
specified in the previous field.

8 In the Reason field, enter an explanation for the dispute.

Note: Depending upon the Dispute Codes specified in the previous fields, a further
explanation for the Reason is optional.

9 Enter the Vendor Contact Date with the date the vendor was contacted regarding the disputed

transaction.
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Step Action
10 In the Amount field, enter the amount that is being disputed.
Note: The amount disputed does not have to be the transaction amount; if there is a
difference between the order amount and the transaction amount, the disputed amount is
the difference between the two.
11| Click on the <EXIT> icon E and the system
prompts users tO Save the DiSpUte. e Doyou want to save wour changes before exiting?
Mo | Cancel |
12 | Click to save the dispute and return to the Reconciliation Transaction Screen.
Note: The dispute process is not complete until the Dispute Form has been printed and
submitted to Citibank; refer to Sections 6.2.2 and 6.2.3 for details pertaining to those steps.
13 Click the & Save icon to save the disputed transaction.
14 Click on the B EXIT icon return to the cardholder’s menu.
Note: If users attempt to exit the screen without saving, a dialog box prompts users to save
changes prior to exiting.
6.2.1.1 Print the Dispute Form

Users perform the following steps to print the Dispute Form:

Step Action

1 Select the Monitor Outstanding Dispute (BC-625) or View Dispute (BC-608) menu option.
2 Highlight the disputed transaction

s Monisor Outstanding Disputes (B _._=, s

Cordruamber: ORI 1 of 1 cord

- — . Disputed Tranzactions

‘:T«w E— "ﬁﬁ"'&_iﬂ;ﬂ kv G PRODUCTS %@%

« Indicates a note is attached ::

| mote | vewospan | aces | meen [ o]

3| Click on the button to generate the Government Cardholder Dispute Form
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Step Action

4 The Dispute Form can be viewed using Adobe Acrobat Reader. The following is a partial
illustration of the dispute form:

GOVERNMENT CARDHOLDER DISPUTE FORM

INQUIRER'S MAME: (1)  [QTCARLS, BWS |  DATE:(2) PB-HOV-2004
CARDHCLDER'S HAME: (3) [HOTCARIS, NWS |
ACCOUNT HUMBER: (4) 4-4-8-6-7-0-0-0-0-0-3-4-0-5-1-5

CARDHOLDER, DLERLCE PROVIDE A CODY OF ANy INFORMATION,FORME FEQUECTED BELOW ALONG WITH THE CIATEMENT THE
DISPUTED CHARGE APPERRC ON. DLEACE FAY TO. tsos:357 2018 or MAIL TO:Citibank Gowernment Card
Services, P.O. Bow 6125, Cioux Falls, D G57117-612

This form must be filled cut complefely and forward to Citibemt within 60 calendar days of receipt of

your invoice.

DATE: (5} 01-0OCT-2004 DOLLAR RMOUNT OF CHARGE: (6) 2 230.0
MERCHANT : (7) @OHS OFFICE PROTUCTE

CARDHOLDER SIGNATURE. (2]

Please read carefully each of the following descriptions and check the one most appropriate to your
particular dispute. If you have any queations, please contact us at(800)740-7206 or (overseas call collect at
(904) 954-7850). We will be more than happy to advise you in thia matter.

5 Select File — Print from the drop-down menu
or

Click on the Print icon ﬂ

Note: The Dispute Form must be submitted to Citibank; please refer to Sections 6.2.3 for
additional details

6.2.1.2 Submit Dispute Form to Citibank

The most important part of the dispute process is submitting the form to Citibank in a timely
manner. Users have 60 days from the date of the statement in which the dispute appears in order
to ensure receiving a credit for unauthorized charges. Users perform the following steps to
submit the Dispute Form:

Step Action

1 Print the Government Cardholder Dispute Form, using the procedures in the previous section.

2 Verify that the dispute form is complete and accurate with the cardholder name, credit card
number, and transaction information.

3 Sign the dispute form.

4 Attach any supporting documentation applicable to the disputed transaction.

5 Submit the form via fax to Citibank Disputes in South Dakota at 605-357-20109.

Note: The Cardholder Statement of Questioned Item Screen includes a phone number to call
if users have questions. Please disregard this phone number. A request has been submitted
to have this screen updated. If you have any questions regarding a disputed transaction in
CPCS, please contact the CAMS Client Services Help Desk at 301-427-1023 or your
servicing ASC. DO NOT call the Commerce Bankcard Center (CBC).
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6.2.1.3 Dispute Form Example

The Government Cardholder Dispute Form consists of 3 pages. The first section includes the
cardholder’s name and account information. The next block includes instructions for submitting
the form. A signature block appears below the cardholder instructions.

The remainder of the first page includes the descriptions applicable to disputed transactions; this
information is continued on the second page. The applicable box within this section is
dependent upon the codes specified by the user when disputing a transaction.

The third page of the form contains guidelines for cardholders. This section is numbered and
corresponds to the numbers in parentheses contained in the upper portion of the first page.

An example of the Government Cardholder Dispute Form is included on the following pages.
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GOVERNMENT CARDHOLDER DISPUTE FORM

INQUIRER'S NAME: (1) [AQTCARLS, WWS DATE: (2) [i8-NOV-2004
CARDHOLDER'S NAME: (3) [EQTCARLS, NWS

ACCOUNT NUMBER: (4) 4-4-8-6-7-0-0-0-0-0-3-4-0-5-1-5

CARDHOLDER: PLEASE PROVIDE A COPY OF ANY INFORMATION/FORMS REQUESTED BELOW ALONG WITH THE STATEMENT THE
DISPUTED CHARGE APPEARS ON. PLEASE FAX TO: (605)357-2019 or MAIL TO:Citibank Government Card
Services, P.0. Box 6125, Sioux Falls, SD 57117-6125.

This form must be filled out completely and forward to Citibank within 60 calendar days of receipt of
your invoice.

DATE: (5) [01-OCT-2004 DOLLAR AMOUNT OF CHARGE: (6 239.04

MERCHANT: (7) PARONS OFFICE PRODUCTS I

CARDHOLDER SIGNATURE: (8)

Please read carefully each of the following descriptions and check the one most appropriate to your
particular dispute. If you have any questions, please contact us at(B800)790-7206 or (overseas call collect at
(904)954-7850) . We will be more than happy to advise you in this matter.

(9)
UNAUTHORIZED MAIL OR TELEPHONE ORDER

‘ i I have not authorized this charge to my account. I have not ordered merchandise by

phone or mail, or recieved any goods or services.

DUPLICATE PROCESSING - THE DATE OF THE FIRST TRANSACTION WAS [ ]

F_W The transaction listed above represents a multiple billing to my account. I only authorized one c
from this merchant for this amount. My card was in my possession at all times.

MERCHANDISE NOT RECEIVED IN THE AMOUNT OF $l i
(Please provide a separate statement detailing the merchant contact, and the
expected date to receive merchandise.)

‘ My account has been charged for the above transaction, but I have not
received the merchandise. I have contacted the merchant but the matter was not resolved.
[ ] My account has been charged for the above listed transaction. I have contacted
this merchant on and canceled the order.
I will refuse delivery should the merchandise still be received.

MERCHANDISE RETURNED IN THE AMOUNT OF $ I H

My account has been charged for the above listed transaction, but the merchandise has since
been returned. A copy of the postal or UPS recipt is enclosed.

CREDIT NOT RECEIVED

I have received a credit voucher for the above listed charge, but it has not appeared
on my account. A copy of the credit voucher is enclosed.

DIFFERENCE IN AMOUNT

F—T The amount of this charge has been altered since the time of purchase.

Enclosed is a copy of my sales draft showing the amount for which I signed.
The difference of the amount is §[ 59.7}

Dispute Form - page 1
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COPY REQUEST

r—T I recognize this charge, but need a copy of the sales draft for my records.

SERVICES NOT RECEIVED - Please enclose a separate statement with the date of the merchant contact and
response.

[i] I have been billed for this transaction, however, the merchant was unable to provide
the services.

PAID FOR BY OTHER MEANS

My card number was used to secure this purchase, however, final payment was made by check, cash, or
another credit card. Enclosed is my receipt, canceled check (front and back), copy

of credit card statement, or applicable documentation demonstrating that payment was made by

other means.

NOT AS DESCRIBED

[:] The item(s) specified do not conform to what was agreed upon with the merchant. (The
cardholder must specify what goods, services, things of value were received.
The cardholder must have attempted to return the merchandise and state so in
his/her complaint.)

IF NONE OF THE ABOVE REASONS APPLY:

Provide a complete description of the problem, attempted resolution and outstanding issues. Use a separate ¢
paper and sign and date your description statement.

Number in parentheses correspond to numbers on guide sheet on next page.

Dispute Form - page 2

GUIDE TO
GOVERNMENT CARDHOLDER DISPUTE FORM

Form required when disputing a charge(s).

1. Inquirer's Name: Name of individual submitting dispute, i.e., Dispute Officer or cardholder.

2. Date: Day, month and year for the day the dispute is being filed (i.e., today's date).

3. Cardholder's Name: List the name that appears on the account where the charge in dispute resides.
4. Account Number: 16-digit account number.

5. Date: Indicate the date the transaction in dispute was made.

6. Dollar Amount of Charge: Indicate the dollar amount of the transaction in dispute.

7. Merchant: Name of the merchant in the transaction dispute.

8. Cardholder Signature: Cardholder must sign.

9. Error Description: Check the box that most appropriately relates to your type of dispute.

Dispute Form - page 3
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6.2.2 Monitor/View Disputed Transactions

Information pertaining to disputed transactions may be viewed from the Disputed Transactions
(BC-608) or Monitor Outstanding Disputes (BC-625) screens. Both of these screens include
specific details such as Notes, Transaction Number, VVendor, Purchase Date, Amount, and SIC
Code with option buttons for Run Report, Note, View Dispute, ACCS, and Property data.
Monitor Outstanding Disputes (BC-625) screen is also used to reconcile disputed transactions
upon receipt of applicable credits.

6.2.2.1 View Disputes

In addition to the items listed above, the Disputed Transactions screen also includes the
Cardholder and Credit Transaction Number information. Although this screen also includes a
button to Match Dispute to Credit, that option is only available when this screen is accessed from
during the reconciliation process upon receipt of a credit. Users perform the following steps
applicable to the View Dispute menu option:

Step Action
1 | Select the View Dispute (BC-608) menu option.

2 Highlight the disputed transaction

*{51 Disputed Transactions (BCE08 VER-2.5.0.2)

Disputed Transactions

Trans.  Credit Purchase  SIC

Mate  Cardholder ¥ “Wendor Date Arrount
jm f notcars, tiws 1534&3-5 AARONS OFFICE PRODUCTS [01-0CT-2004 %m 3
e e

Sl SN S SIS

Run Report MNote Wi Dispute ACCS Property I LEE) Diséule t Credit I

3 | Click on the button to view details for the disputed transaction

% cuestioned ters (BCEDS VER-2.5.0.0)

Cardholder S of Q i 1 ltem
CARDHOI DER MAE CCOLINT NLIMBFER TE| FPHOKE MILIMBFR:
| HQTCAR1S, HWS | 40515 | 301-713-2431 %124
The transaction in question is described below.
PURCHASE DATE REFERENCE # MERCHANT HAME AMOUNT __ STATEMENT DATE
| mocTasna  [2422638008132506167587 [AARONS OFFICE PRODUCTS | $239.00 | 28-0CT-2004

Please read canefully each of the following descriptions and sheck the one most appropriate to your particular dispute. If you have any questiond.
call 1 (300) 782-2233 or | (3161 823-3847. Wiie will be happy to advise you in this matter

Creation Date. _Dispute Code _Dispute Sub Code Reason wendor Contact Dete Disputed Smount
I 08-HOV-2004 I & I 1 |Transaﬂinn Amount Error 29-0CT-2004 59.75

DIFFERENCE IN AMOUNT

THE AMOUNT OF THIS CHARGE HAS BEEH ALTERED SINCE THE TIME OF PURCHASE. EHCLOSED IS A COPY
OF MY SALES DRAFT SHOWIHG THE AMOUNT FOR WHICH | SIGHED. THE DIFFERENCE OF THE AMOUNT IS
<< AMOUNT=> .
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Step Action

Click on the button to view notes applicable to the disputed transaction.

PEZOOFEEEER

Review All Notes

Mame of Authar
[naTcards, bws .
HATCAR15, HWS .

Abbrevisted ote Origin Date:
[4 FILE CABINETS, 5-DRAWER LETTER [08-n0v_2004 0: -
TRAHSACTIOH DISPUTED FOR INCORRECT AMOUHT

08-HOV-2004 0

Ll

ADD | PREVIOUS

Click on the |ACCS | button to view ACCS details for the disputed transaction.

ACCS Details Carct [40515 Type: [PURCHASE CARD  hame: [NWS HOTCAR1S

endor Status amourt
153468-6 [24226380081325061675879 01-OCT-2004 IﬁﬂRONS OFFICE PRODUCTS

$239.00

b
[ LM|FY Accounting Classification Code Gty | At Total
14 BEM1J50-P00 27 04-01-02-000 20-06-0001-00-00-00-00 26-19-00-00 000000

(=Eyuiey] CREDIT CARD PURCHASE

aces Tora [IICEEXN

ACCS choices | Property I Wiewy Disputes I Naote

Click on the button to view accountable property details applicable to the
disputed transaction.

% Accountable Property (BC626 VER-2.2.0.0)

ACCS Details
Trans Mo Reference Number Purchase Date Vendor Amourt
[153a68-6 [24226300061325061675679 01-0CT-z004 AARONS OFFICE PRODUCTS | $239.00
‘ LM Year Accounting Classification Code Structure ‘ Gty At Tatal ‘
11 |2005 |14 BSM1J80-P0D 27 04-01-02-000 20-06-0001-00-00-00-00 26-19-00-00 000000 $230.00 4‘
ML LUN CREDIT CARD PURCHASE
Accountable Property Details
Prop  Line Mooept. Bldg.  Room
fem Ma Mo Description Date  Manufacturer Serial Mumber  BarCode  Model Number Coce ey Unit Price:

Bl

$.00

Note: Property information can also be accessed from the ACCS details screen but
only applies to transactions using a 31-## object class.
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Step

Action

7 | Click on the button to generate the Government Cardholder Dispute
Form, which can be viewed using Adobe Acrobat Reader. The following is a partial
illustration of the dispute form:

GOVERNMENT CARDHOLDER DISPUTE FORM
INQUIRER'S MAME: (1)  HQTCARLS, NWE | DATE:(2) pB-FOV-2004]
CARDHOLDER' & NAME: (3) HOTCARLS, WWS |

RCCOUNT NUMBER : (4] 4-4-8-6-7-0-0-0-0-0-3-4-0-5-1-5

CARDHOLDER: PLEACE PROVIDE A UODY OF ANY INFURMATION,FORME FEGUECTED BELOW ALONG WITH THE CTATEMENT THE
DISPUTED CHARGE APPERRG CH. PLEASE FAX TO: (605)957 2019 or MAIL TO:Citibank Government Card
Zervices, P.O. Box 6125, Sioux Falls, €D E57117-612

This form must bz filled cut complefely and forward to Citibam vithin 60 calendar days of receipt of

your involce.

DATE: (5) [01-0CT-2004 DOLLAR AMOUNT OF CHARGE: 15'\__$ 2390
MERCHANT: (7) IR_AEOIIS OFFICE PROTUCT

CARDHOLDER SIGNATURE. (8]

Please read carefully each of the following descriptions and check the one moat appropriate to your
particular dispute. If you lave any questions, please contact us at(g00)730-7206 or (overseas call collect at
(904)954-7850). We will be more than happy to advise you in this matter.

8 To print the Dispute form within Adobe Acrobat, select File — Print from the drop-

down menu or Click on the Print icon =

6.2.2.2 Monitor Outstanding Disputes

The Monitor Outstanding Disputes screen is used to view/monitor disputes and to reconcile
disputed transactions upon receipt of a credit. In addition to the items shown on the Disputed
Transactions screen, the Monitor Outstanding Disputes screen lists data by Cardnumber and
includes Property, Date Received, Status, and Matched Dispute Number information. This
screen also includes a button option for the Order Log.

Users perform the following steps applicable to the Monitor Outstanding Dispute menu option:

Step

Action

1 | Select the Monitor Outstanding Dispute (BC-625) menu option.

2 Highlight the disputed transaction

%8 Monitor Outstanding Disputes (
Monitor Outstanding Disputes
Cardnumbetr: m 1 of 1 rcard
* Trans Furchase sic Date M.atched
No. pate “Yendar Amount Code Prop. Racaived 0Ok? Dispute Mo
s [ s esn | b Jee |8
I I |_
I | |_
r | —
I | —
i | —
U | —
~ r =
Reference Mo: |24228380081 325061675879
*- Indicates a note is attached
Run Report | Order Log I Note Wiew Dispute I ACCE I Eroperty,

November 2004
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Step Action

Click on the button to view details for the disputed transaction

uestioned tems 05 VER-2.5.0.0)

Cardholder Stat t of Questi

1 ltem

CARDHO DR PARE CCO!INT RIIMBFR TFI EPHOME R IMBER.
| HGTCAR1S, HWS | 40515 | an-713-2491 2124
The transaction in question is described below.
PURCHASE DATE REFERENCE # MERCHANT NAME AMOUNT __ STATEMENT DATE
| 01-0cT-2004

I242263800813250816?587 I AAROHS OFFICE PRODUCTS I

$239.00 I 28-0CT-2004

Pleass read carefully each of the following descriptions and sheck the ane mast appropriate to your particular dispute. If you hawe any questiond
call 1 (200) 782-2232 or 1 (316)$23-3847. Wa will be happy 1o advise you in this matter,

Creation Date Dispute Code  Dispute Sub Cade Reazon “endor Contact Date Disputed Amourt
0§-HOW-2004 I E I 1 ITransacﬁun Amount Error 29-0CT-2004 I 59.75

DIFFERENCE [N AMOUHT

THE AMOUNT OF THIS CHARGE HAS BEEH ALTERED SINCE THE TIME OF PURCHASE. ENCLOSED IS A COPY

OF MY SALES DRAFT SHOWING THE AMOUNT FOR WHICH | SIGHED. THE DIFFERENCE OF THE AMOUNT IS
“SAMOUNT=> .

4 | Click on the button to view the order log or match an order log entry to
the disputed transaction.

Note: Please refer to Section 6.1, steps 4-10, for additional details on matching order
log entries to a transaction.

Click on the button to view notes applicable to the disputed transaction.

DOFEEEER

Review All Notes

Mame of Author Abbrevisted Note Origin Date:
[HaTCARIS, Hws . [4 FILE GABINETS, 6-DRAWER LETTER [03-nov-20040: -
HOTCARTS, NWS . TRANSACTIOHN DISPUTED FOR INCORRECT AMOUNT 08-HOV-2004 0

ADD | PREVIOUS

Click on the | ACCS | button to view ACCS details for the disputed transaction.

[_[O]x]

ACCS Details Carct [40515 Type: [PURCHASE CARD  Name: [NWS HOTCAR1S

Trans Mo Reference Mumber Putchaze Date
[153468-6 [24226380081325061675679  [01-0CT-2004

endor Status amount
|Am10||5 OFFICE PRODUCTS $239.00

b
| LN[FY Accounting Classification Code e At Taotal
14 BEM1.J80-P00 27 04-01-02-000 20-06-0001-00-00-00-00 26-19-00-00 000000

(sl ey} CREDIT CARD PURCHASE

ACCS Total $239.00

ACCS choices | Property I “iewy Disputes I Mote

Note: Please refer to Section 6.1.1 for additional details on the ACCS Details for a
transaction.
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Step Action

7| Click on the button to view accountable property details applicable to the
disputed transaction.

=

%3 Accountahle Property (BCE26 VER-2.2.0.0)
ACCS Details

Trans bo Reference humber Furchase Date Vendor Amourt
[153a68-6 [24226300061325061675679 01-0CT-2004 AARONS OFFICE PRODUCTS | $239.00

Year Accounting Classification Code Structure ‘ Gty

At Total ‘
m 14 B§M1.J80-P00 27 04-01-02-000 20-06-0001-00-00-00-00 26-19-00-00 000000 $239.00 T

‘LN

(LRI CREDIT CARD PURCHASE

Accountable Property Details

Prop  Line Accept. Blda.  Room

fem Ma Mo Description Date  Manufacturer Serial Mumber  BarCode  Model Number Coce ey Unit Price:
$.00

Note: Property information can also be accessed from the ACCS details screen but
only applies to transactions using a 31-## object class. Please refer to Section 6.1.2 for
additional details.

8 | Click on the button to generate the Government Cardholder Dispute
Form, which can be viewed using Adobe Acrobat Reader. The following is an example
of the first page of the dispute form:

GOVERNMENT CARDHOLDER DISPUTE FORM

]

= BELOW AL WITH THE BTAT
A% or MAIL TO:Citibank Gover

calendar days of reo

phoca reciaved any goods

Note: To print the Dispute form within Adobe Acrobat, select File — Print from the
drop-down menu or click on the Print icon =

November 2004 6-22



CPCS Reconcile Transactions

6.2.3 Reconcile Disputed Transactions

Reconciling disputed transactions requires that both the disputed transaction and related credit
transaction(s) are reconciled. Credit transactions are reconciled from the Reconcile Transaction
screen and the Monitor Outstanding Disputes screen is used to reconcile disputed transactions
upon receipt of the final credit. The dispute and associated credit transactions must be
charged to the same ACCS.

Users perform the following steps to reconcile disputed transactions:

Step Action

1 On the BC605 — Reconcile Transactions screen, select the credit transaction to be
reconciled with a disputed transaction.

-": teconcile Transactions (BCE05 YER-2
Reconcile Transactions
Card: [108516 1 of 1 card  Type: [PURCHASECARD  Name: WS HOTCAR1S
Trans  Purchase SIC Date Matched
Mote Mo Date ‘Vendor Amount  Code PYOp. paceived  Ok? Dispute Mo
I 1534381 03-0cT-2004  [STAPLES | $1.91 [s9a3 [ s |joo B
I¥' [153a68.5 [05-0CT-2004  [BUYCOMP.COM | 515500 [i392 [ u o0
il 153301 or-oc 2004 | anvons orrice provucrs | —ssars [se1s i [lv ocr zue i I
i 11563468-8 [01-0CT-2004 OFFICE DEPOT $503.74 W H |jo-0
I fis3a68-1:[20-0cT-2008  [sTAPLES $15.00 [93e8 [ H (jo-0
r (153468-1:20-0CT-2004 A-1 cABLES - COHHECTICUT $1,195.00 (5999 [ H |jo-0
r [153468-1421-0CT-2004 A-1 cABLES - MARYLAHD $2,390.00 5999 [ H |jo-0
il r
~
Reference Mo: [24270760081208521 259785
Order Log | Mote Unratet Mispute ieyy Dispute ACCS Property
By reconciling ary purchaze | am veritying that the purchase price was, to the best of my knowledge, fair and reazonable.
Furthermare, | have recelved the proper prior approval for this purchase.

2 Click on the button and enter a note with a reference to the disputed transaction.

3 If a separate order log entry was created for the credit, click on the button
and match the transaction.

Note: Please refer to Section 6.1 (steps 4-11) for additional details pertaining to matching
a transaction to the Order Log.

4 Click on the button to view ACCS details and enter any applicable changes.
The transaction is automatically charged to the default ACCS, unless another ACCS was
specified on the order log and matched to the transaction or changes are entered at this
point in the process.

Note: Users have two options for modifying the ACCS. For additional details pertaining

to modifying the ACCS, please refer to Section 6.1.1.1 to utilize the | ACCS Choices

button or Section 6.1.1.2 to modify the ACCS directly from the Accounting Classification
Code field.

5 If modifications were made to the ACCS data, click the &l save icon.
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Step Action
6 Double click in the Matched Dispute No. field to open the Disputed Transactions screen.
’zg Disputed Transa
Disputed Transactions
" carhal Trans.  Credit Ve Purchase  SIC N
ote ardhalder B endor Date rnount
) horcanss s Mowapa] |AARows oFricE Proucrs Jotoct uea Jasto | 25300 B
-
-
-
-
-
-
Run Report Mote “ievy Dispute ACCS Property I@

7 Select the disputed transaction applicable to the credit.

8 Click on the| Match Dispute to Credit | button to match the transactions.

9 Click on the button to acknowledge the REIE DI S
reminder to reconcile the disputed transaction Q e o reconclie s dispute finis s he faet
upon receipt of the last credit.

10 » Click on the N in the OK? Field to open the Status Codes pop- O

up' STATU DESCRIPTION j
» Double-click on Reconciled or
Select Reconciled and click on the| OK | button. 2' -LI

11 Click the &l Save icon to complete the reconciliation process for the credit transaction and
forward it to the Approving Official.

Note: The process is not complete until both the credit and disputed transaction have
been reconciled.

12 Select the Monitor Outstanding Dispute (BC-625) menu option.

13 Select the disputed transaction related to the credit

g Manitar Dutstanding Disputes (B

Monitor Outstanding Disputes

Cardnumber.m 1 of 1 card

5 TEES Purchase S Date Matched
Moo pate “endor Arnount Code Prop. Raceived 0Ok? Dispute Mo
s o [ sorfsn | o_Jpssos ]
I | i

(i I |_

(i I |_

r o -

I o |_

I o |_

I r - =]
Reference Mo |242253&nns1325051575379
* - Indicates a note is attached

Run Report | Order Log | Maote Wiew Dispute ALCE | Efopery I
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Step Action
14 » Click on the D in the OK? Field to open the Status Codes pop- -
up' STATU... |DESCRIPTION j
» Double-click on Reconciled or E—ET—
Select Reconciled and click on the| OK | button. ﬂ mu
15 Click the &l Save icon to complete the reconciliation process for the disputed transaction.

Once a transaction has been reconciled, it is automatically forwarded to the Approving
Official and does not appear on the Reconcile Transaction screen.

Note: If an Approving Official disapproves a transaction, the status reverts to Not
Reconciled and will show up on the Reconcile Transaction screen with the additional note
required by the Approving Official upon disapproval of a transaction.

16 Click on the button to acknowledge the message that the transaction is complete.

Q FR-40400: Transaction complete: 1 recards applied
and saved.

6.3  Reconcile Swept Transactions

Contract terms require that all transactions are paid each month. As a result, CPCS sweeps all
unreconciled and/or unapproved transactions on a monthly basis. The sweep process is
necessary in order to process payments through the Core Financial System (CFS). CPCS users
receive a notification regarding the specific date each month in advance of the sweep.

Unreconciled transactions are charged to the default ACCS. Transactions that have been
reconciled but not approved are charged to the ACCS specified by the cardholder or group
administrator. Cardholders and approving officials are still required to reconcile and approve
swept transactions.

Swept transactions appear on the Reconcile Transaction screen with an 'S" in the OK? field.
The process for reconciling swept transactions is exactly the same as documented in Section 6.1.
During the reconciliation process, users may change the ACCS, add notes or accountable
property information, or dispute a swept transaction.

The approving official must approve all reconciled swept transactions. In addition, citing a
different ACCS and entering other changes after a transaction has been swept won't be corrected
in the CFS until the cardholder's approving official approves the transaction.
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6.4 Reconcile Credit Transactions

The process for reconciling credit transactions does not differ from reconciling other
transactions. During the reconciliation process, users may change the ACCS, add notes or
accountable property information, or dispute the transaction. However, there are a couple of
things that the user must be aware of as related to credit transactions.

If the credit transaction is not matched to a log order entry, the cardholder/group administrator
must enter a note on the Reconcile Transaction screen. The system will not permit a transaction
to be reconciled without a check in the Note field. A check mark is automatically inserted upon
entry of a note by the user or during the matching process with a log order entry.

For credit transactions related to a dispute, users are required to reconcile the disputed
transaction in addition to the credit transaction. Section 6.2.3 documents specific procedures
pertaining to this process.
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